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PENNSYLVANIA  ECONOMY  LEAGUE,  INC. 


ROBERT  B . MURRAY.  J8  . president 


Mr,  Francis  J„  Chesterman,  Chairman 
State  Government  Survey  Committee 
Commonwealth  of  Pennsylvania 
Harrisburg,  Pennsylvania 

Deax'  Mr*  Che  Sherman: 


At  the  request  of  the  State  Government  Survey 


Committee  the  Pennsylvania  Economy  League  has  made  a survey  of 
the  public  records  in  the  Capitol  offices  of  the  Commonwealth, 
Mr*  Thomas  Amelia,  Assistant  Director  of  our  Southeastern 
Division 9 was  designated  to  conduct  this  analysis. 


Because  of  the  brief  period  of  time  allotted  to 


this  survey  it  was  impossible  to  examine  the  records  of  all 
agencies,.  However,  enough  ground  has  been  covered  to  justify 
the  recommendations  offered  in  this  report.  Briefly,  the 
recommendations  are  as  follows: 


1,  Policy  control  over  all  methods,  systems  and 


procedures  relating  to  the  creation,  management  and  retention 
and  disposition  of  records  be  placed  in  a central  control  agency 
under  the  Governor# 


2„  In  the  event  of  a complete  reorganization  of  the 


entire  government  structure,  serious  thought  should  be  given  to 
the  advisability  of  placing  full  control  of  all  records  adminis- 
tration functions  under  a single  and  separate  department# 


The  League  desires  to  express  its  appreciation  to 


the  Committee  for  the  opportunity  of  conducting  this  survey  and 
to  thank  the  various  officials  and  employees  of  the  Commonwealth 
for  their  cooperation# 


FOUNDED  1932 


3 11  BLACKSTONE  BUILDING 
HARRISBURG,  PENNA. 


December  6,  1952 


Sincerely  yours 


Robert  B.  Murray,  Jr# 
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PURPOSE  OF  SURVEY 


The  purpose  of  this  survey  is  to  analyze  the  present 
status  of  records  administration  in  the  Capitol  offices  of  the  Commonwealth 
of  Pennsylvania  and  to  offer  suggestions  and  recommendations  for  im- 
provement,, 


DEFINITIONS 

PUBLIC  RECORDS  The  dictionary  defines  records  as  f,tha.t  which  is  written 

or  transcribed  to  perpetuate  a knowledge  of  acts  and 
events0**  However^  for  the  purpose  of  discussing  records  administration 
in  this  report^  public  records  are  defined  to  include  all  correspondence, 
forms5  books,,  ledgers,,  statements,,  reports,,  maps5  reproductions^  fiscal 
papers^  files,  indexes5  legal  documents,,  personnel  files  or  other  docu- 
mentary materials  regardless  of  physical  form  or  characteris tic5  made  or 
received  in  the  transaction  of  public  business  and  preserved,,  or  appropriate 
for  preservation,,  as  evidence  of  organization,,  functions^  policies^  de= 
cisions^  procedures,,  operations  or  other  activities 0 

RECORDS  Records  administration  may  be  defined  as  the  adminis- 

ADMINISTRATION 

tering  of  a planned  program  for  the  creation,  management, 
and  retention  and  disposition  of  records 0 

The  entire  survey  follows  this  preceding  definition  of 
records  administration  as  an  over-all  pattern,, 


OBSERVATIONS 


CREATION 


From  a standpoint  of  over-all  records  management,,  there 
is  no  more  profitable  area  for  the  introduction  of  strong 


centralized  control  than  in  the  creation  or  revision  of  forms,,  reports  or 
other  official  documents,  Lack  of  such  control  generally  results  in  not 
only  poorly  designed  forms  but  also  too  many0 

Upon  inquiry  it  was  learned  that  as  early  as  1932  there 
existed  a procedure  prescribed  by  the  Budget  Secretary  of  the  Governor 3 s 
office  for  the  control  of  forms 0 At  the  present  time  all  printed  forms 
and  official  reports  must  have  his  final  approval.,  However s this  does  not 
include  those  forms  which  are  not  printed  but  otherwise  reproduced  within 
the  several  departments 0 In  practice,  examination  by  the  Budget  Secretary 
is  largely  restricted  to  the  quality  of  paper  and  number  of  copies  requested,, 
Generally  speaking,,  the  creation  of  forms  is  almost  entirely  the  work  of 
departments,,  Approximately  X60  forms  have  been  standardized  by  the  Budget 
Secretary, 

For  purposes  of  this  present  analj^sis  a total  of  1523 
sample  forms 3 obtained  largely  from  two  departments,  were  examined  for 
correctness,  1957  deficiencies  were  found.  Identification  and  under- 
standing of  the  forms  is  not  always  clear  because  of  the  total  lack  of 
title  or  clarity  of  title,,  Quite  a number  could  be  reduced,  in  size,  Spac- 
ingj  ruling  and  margin  requirements  are  faulty.  Printing  costs  could  be 
considerably  reduced  by  the  introduction  of  photographic  and  other  mechanical 
methods  of  reproduction.  Many  forms  which  require  time-consuming  answers 
could  be  prepared  more  quickly  by  the  use  of  the  ballot  box  method  which 
needs  only  a simple  check  mark  in  a designated  space.  More  consideration 
should  be  given  to  the  proper  selection  of  the  quality,  weight  and  color 
of  paper.  From  some  of  the  dates  of  preparation  found  on  these  forms,  it 
is  quite  evident  that  many  of  them  had  not  been  periodically  checked  for 
possible  revision  or  continued  necessity,  A tabulation  of  the  deficiencies 


follows? 


Deficiency 


Number 


Title 


o 


o 


Numbering  „ „ o <>  <>  „ 
Understanding  „ „ 0 0 
Design  o o o o o o o 


381 

103 

102 

197 


Siae 


12U 


Spacing  0 0 <. 
Reproduction 
Paper  0 « <> 
Ruling  000 
Margin  „ „ „ 
Ballot  ==box  „ 
Revision  0 0 


0000 


0000 


0000 


0000 


0000 


0000 


0000 


22  7 
127 


1 09 


121 
172 
1U2 
67 

Total  193? 


MANAGEMENT  It  is  apparent  that  the  Commonwealth”  s present  records 

are  not  generally  administered  under  the  accepted  stand- 
ards  of  up-to-date  management,,  There  is  little  evidence  of  the  centralization 
of  authority  to  determine  what  is  best  and  most  economical  for  the  entire 
government  as  far  as  an  over-all  program  for  the  management  of  current  records 
is  concerned,,  In  the  absence  of  such  a progran  re  cords -keeping  cannot  keep 
in  step  with  the  quickly  expanding  governmental  services  and  requirements 0 
It  is  simply  a case  of  being  short  on  methods  and  tools  and  long  on  material,. 

Handwriting  instead  of  modern  mechanical  devices  is  still 
too  often  employed  for  filling  out  forms,  transcribing  information,  executing 
signatures  and  making  book  entries,,  In  even  a more  modern  category,,  records 
are  being  photostated  when  they  should  be  microfilmed,,  All  this  work  could 
be  accomplished  faster,  better  and  more  economically  with  the  greater  use  of 
mechanical  equipment  which  would  also  result  in  the  reduction  of  storage 
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costs,,  Many  officials  have  failed  to  install  other  modern  equipment,.  For 
example,  old  fashioned  county  document  boxes,  purchased  many  years  ago 
to  house  folded  papers,  have  not  been  replaced  with  newly  designed  file 
cabinets  which  accommodate  vertical  filing  and  are  much  more  economical, 
because  of  space  saving  features,.  Of  course,  there  are  some  cases  where 
modern  equipment  has  been  purchased  and  installed,  but  these  are  too  few 
in  number o 

Seme  records  are  in  a disorderly  condition 0 For  lack 
of  equipment  and  storage  space,  records  are  sometimes  deposited  on  floors, 
on  tops  of  file  cabinets,  in  the  attics  or  cellars,  with  little  regard 
for  proper  order „ This  is  not  entirely  the  fault  of  public  officials,,  There 
are  several  contributing  factors,  such  ass  lack  of  centralized  control  over 
all  records,  inadequate  funds  for  the  purchase  of  equipment,  the  short  term 
of  office  of  some  administrators,  the  need  for  ample  storage  space  and  the 
absence  of  qualified  and  trained  personnel 0 However,  overshadowing  all. 
other  deficiencies  is  the  utter  lack  of  appreciation  and  understanding  of 
records  problems  In  general,. 

In  some  instances  it  was  found  that  valuable  equipment 
is  not  being  used  for  purposes  intended,,  In  other  instances  bottom  file 
drawers  are  not  put  to  use  at  all,  or  are  filled  with  articles  of  clothing, 
obsolete  records  or  supplies,,  This  condition  is  not  only  very  wasteful  as 
far  as  equipment  is  concerned  but  also  a very  expensive  use  of  much  needed 
floor  space o 

Undoubtedly  one  of  the  most  important  problems  observed 
is  the  lack  of  adequate  working  space,,  There  are  situations  where  a large 
number  of  employees  are  grouped  together  in  very  small  areas  which  results 
in  unsatisfactory  work  and  bad  morale  „ Records  work  is  not  generally 
accepted  as  being'  tinged  with  glamour,  and  under  crowded  conditions,  is 


sheer  drudgery,,  Much  could  be  done  to  relieve  such  situations  which 
in  turn  would  improve  production  and  morale 0 

In  some  locations  lighting  facilities  are  extremely 
poor,  Contributing  to  poor  lighting  are  surroundings  which  are  greatly 
in  need  of  cleaning  and  even  paint.in.go  In  addition,  the  presence  of  dark 
colored  office  equipment,  such  as  file  cabinets,  desks,  storage  lockers, 
mechanical  equipment,  etc,,  produces  very  gloomy  working  quarters,,  Im- 
provement in  lighting  facilities  and  light  colored  furniture  would  result 
in  better  output  and  morale 0 

Records  are  not  always  kept  in  depositories  affording 
proper  protection.  Deterioration  of  important  records  by  excessive  heat  and 
dampness  is  not  uncommon.  Continued  overheating  has  caused  records  to  fade 
to  a point  wirier e they  are  illegible  and  to  actually  crumble  when  handled. 

The  problem  of  preserving  valuable  public  records  during 
times  of  emergencies  and  particularly  during  a war  is  extremely  important. 

The  loss  of  public  records  during  World  War  II,  notably  in  Europe,  is  a 
shocking  example  of  what  can  and  did  happen.  It  could  happen  in.  Pennsylvania, 
The  cost  of  replacing  essential  records,  re-establishing  legal  and  property 
rights  in  the  courts  of  law  arid  the  restoration  of  normal  governmental  functions 
could  reach  astounding  proportions.  For  instance,  if  the  records  of  the 
Department  of  Highways,  which  contain  the  original  detailed  information  as  to 
the  locations  and  construction  of  many  miles  cf  roads,  bridges  and  tunnels 
are  destroyed,  replacement  costs  of  these  particular  records  would  be  enormous 0 
In  addition,  repair  to  these  public  improvements  would  be  immensely  greater 
than  if  these  records  were  still  available. 

At  the  beginning  of  World  War  II  the  question  of  pro- 
tecting public  records  was  not  considered  a very  serious  problem,  but  this 
was  before  the  days  of  the  atom  bomb.  It  Is  understood  that  some  work  has 
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been  done  in  laying  the  foundation  for  the  protection  of  records  during 
critical  emergencies,  and  it  is  hoped  that  this  important  project  will  be 
continued  by  Civil  Defense  authorities  and  other  officials,, 


RETENTION  AND  The  Administrative  Code  of  1929  and  the  Act  of  April  9 9 

DISPOSITION 

1929 , P0L0  177 s was  amended  by  the  Act  of  June  6,  19Uh9 
P„L„  1398  Section  2801~A9  setting  forth  the  powers  and  duties  of  the  Penn- 
sylvania Historical  and  Museum  Commission,, 

In  answer  to  an  Inquiry  made  by  the  Commission,  the 
Department  of  Justice  stated  on  March  9S  19 U8  the  followings 

,?It  is  clear  that  the  extent  of  your 
power  is  governed  by  the  foregoing 
provisions  of  the  Act  of  19h59  supra0 

We  are  of  the  opinion,  and  you  are 
accordingly  a dvised,  that  you  have  the 
power  to  inspect  or  examine  the  records, 
and  to  make  and  enforce  recommendations 
concerning  the  administration  of  the 
records  of  the  State*,  counties , cities 
and  boroughs  for  the  securing  of  the 
safety  and  preservation  cf  the  records 
and  for  the  purposes  of  historical 
research,, M 

As  far  as  the  Commonwealth  is  concerned,  it  certainly 
appears  that  the  Commission  has  considerable  power  in  the  administration 
of  its  records,. 

Under  the  direction  of  the  Historical  and  Museum 
Commission  is  the  Public  Records  Division  with  a State  Archivist  in  charge,, 
Whenever  ary  agency  desires  to  dispose  of  records  and  with  the  approval 

of  the  Executive  Board,  the  Commission  is  notified  through  the  Archivist 

who  examines  them  to  determine  whether  or  not  any  such  records  are  worthy 

of  preservation,.  If  they  are,  tie  Commission  accepts  them  and  retains  them 

permanently*,  It  is  understood  that  some  records  of  historical  importance 
have  been  preserved  in  this  manner*, 


6 


Those  records  which  are  not  historically  or  otherwise 
important  are  then  turned  over  no  the  Department  of  Property  and  Supplies 
to  be  sold  as  wastepaperQ  Although  most  of  these  records  are  said  to  be 
sold  as  wastepaper9  no  accurate  figures  were  available  as  to  the  actual 
income  derived  from  such  sales0  On  the  other  hand5  information  led  to  the 
belief  that  tremendous  quantities  of  records  are  sent  to  the  City  ineiner- 
at  or,,  under  safety  protection^,  and  burned,.  Here  again  no  accurate  information,, 
as  to  amount  of  value s is  kept  except  as  to  identity  by  some  departments  0 
Under  these  circumstances  it  is  quite  clear  that  the  Commonwealth,  is  losing 
considerable  income  by  not  transporting  the  paper under  the  same  protection, 
to  a paper  mill  for  immediate  disposition,. 

However^,  disposition  of  records  only  happens  whenever 
a department  desires  to  dispose  of  them,  or  is  required  to  do  so  by  law 
or  administrative  action,,  It  is  not  uncommon  to  find  records  in  consider- 
able  quantities^,  many  years  olds  which  are  no  longer  needed  in  the  performance 
of  official  business,.  Such  stories  have  recently  appeared  in  the  daily 
newspapers  and  the  Capitol  News0 

The  question  is  =>  how  much  of  this  “junk”  - and  a good 
bit  of  it  is  just  that  - should  be  disposed  of  immediately  instead  of  taking 
up  valuable  office  and  storage  space  at  the  cost  of  the  taxpayers? 

On  the  other  hands  those  records  which  are  historically 
important  must  be  preserved,,  The  systematic  way  to  approach  this  serious 
problem  is  to  follow  the  standard  procedure  of  other  governmental  agencies 
and  conduct  an  immediate  inventory  of  all  of  the  Commonwealth 8 s records 0 
With  this  information  it  will  be  possible  to  determine  what  should  be  dis- 
posed of  and  what  should  be  preserved,,  Only  through  strong  centralized 
authority  can  this  be  accomplished,, 
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FTJT  URE  AIM  IN  IS  TRATION 


The  problem  of  administering  the  Commonwealth  ’s  public 
records  in  the  future  is  not  only  important  and  serious^  but  one  which 
calls  for  clear  thinkings,  good  planning  and  forceful  action,,  The  tune 
has  passed  when  such  a problem  could  be  conveniently  solved  ”by  building 
another  building ?,0  Pennsylvania  can  no  longer*,  or  even  temporarily 9 afford 
to  side=step  this  issue  because  of  the  certainty  that  the  flood  of  public 
records  will  continue  to  increase  rapidly  within  the  next  few  years 0 With 
this  increase  will  come  a corresponding  increase  in  the  costs  of  admmis- 
tration0  Already  bogged  down  with  the  tremendous  expense  of  administering 
a huge  conglomeration  of  past  records,,  Pennsylvania  dares  not  continue  to 
saddle  its  future  generations  of  citizens  and  taxpayers  with  more  and  more 
records  and  skyrocketing  costs  cf  administrations  It  seems  mandatory  that 
officials  act  without  further  delay » 

RECOM  SEDATIONS 

To  improve  records  administration  in  the  government  of  the 
Gaiimonwealth  certain  fundamental  policies  must  be  adopted,  Therefore,  i.t  is 
recommended  thatg 

CREATION  Present  control  over  the  creation  of  records  be  broadened 

to  include  the  approval  of  creation,  revision,  or  purchase 
of  all  forms s reports*,  record  books  or  other  printed  or  otherwise  reproduced 
record  material.  The  services  of  a well  qualified  forms  control  official, 
with  adequate  assistance  be  provided, 

A records  service  unit  be  established  with  powers  to 
prescribe  and  administer  standards  for  the  methods,  manage 
~ 8 *=> 


MANAGEMENT 


ment  and  equipment  to  be  used  in  the  reproduction  and  keeping  of  all  records 
for  public  reference 0 The  services  of  a well  qualified  records  control 
official,,  with  adequate  assistance  be  provided. 

RETENTION  AND  Present  controls  be  broadened  to  include  the  powers  to 
DISPOSITION 

prescribe  and  administer  the  standards  and  procedures 
to  make  immediate  and  continuous  inventories  of  records,  to  establish 
schedules  for  the  disposition  of  records,  to  receive  non- cur' rent  records 
for  preservation,  to  classify,  Index  and  service  all  records  received  for 
public  references  A suitable  records  center,  with  adequate  assistance  be 
provided- 

AMINISTRATIVE  The  question  now  arises  as  to  what  agency  or  of  freer  of 
RESPONSIBILITY 

the  Commonwealth  should  be  given  the  responsibility  of 
administering  this  modern  program  of  records  administration,,  It  should  also 
be  borne  in  mind  that  very  often  a control  agency,  charged  with  the  duty  of 
exercising  controls  over  governmental  operations,  is  entirely  helpless  in 
the  performance  of  its  duties  because  it  is  located  in  an  agency  that  can 
not  speak  with  authority,, 

It  is  therefore  recommended  thats 
1„  Control  over  the  creation  of  records  be  placed  in 
a central  control  agency  under  the  Governor 
20  Control  over  the  management  of  records  be  placed  in 
a central  control  agency  under  the  Governor 
3 . Control  over  the  retention  and  disposition  of  records 
be  placed  in  a central  control  agency  under  the 
Governor 

At  such  time  as  the  Commonwealth  is  seriously  considering 
a complete  departmental  reorganization,  it  is  recommended  that  thought  be 
given  to  the  advisability  of  creating  a single  and  separate  department  of 


records  with  full  control  over  all  records  administration  functions,.  This 
plan  will  provide  the  means  of  centralizing  ail  reference  records  in  one 
location  and  in  one  department 0 However 9 this  would  not  include  the  daily 
working  records  necessary  for  the  current  functions  of  the  various  depart- 
ments. 

It  must  be  pointed  out  here9  that  with  the  adoption  of  the 
recommended  records  administration  program,,  and  assuming  that  all  other 
requirements  have  been  mets  the  results  cannot  be  successful  unless  it  has 
the  very  strong  backing  of  the  Governor s his  officials^  including  those 
elected,,  and  all  other  employees 9 and  the  unqualified  support  of  the  General 
Assembly,  It  should  also  be  mentioned  that  this  vrill  require  considerable 
new  philosophy  as  far  as  the  present  thinking  in  terms  of  governmental  opera- 
tion is  concerned.  Autonomous  administration  of  the  various  departments  must 
give  way  to  strong  executive  rule  and  responsibility 0 

Also,  this  work  should  be  performed  by  the  Commonwealth 
itself.  The  employment  of  paid  specialists  to  do  the  work  is  unnecessary. 

The  Commonwealth  has  many  employees  who  are  familiar  with  the  problems  of 
records  administration  and  quite  capable  to  administer  such  a program. 


10  — 


COSTS  AND  SAVINGS 


Either  of  the  two  recommended  plans  will  require  the  ex- 


penditure of  additional  funds  0 However,  the  application  of  experience 
gained  in  establishing  similar  programs  would  indicate  that  the  added  ost 
should  not  exceed  $75,000  annually 0 


expenditure  within  a reasonable  amount  of  time  produce  savings  in  dollars 
and  cents  and  generally  improve  records  administration? M Again,  experience 
gained  elsewhere  clearly  indicates  ultimate  savings  would  greatly  exceed 
expenditures. 


cussed  with  various  officials  of  the  Commonwealth,  the  Federal  Government, 
the  City  of  Philadelphia  and  records  administrators  in  private  industry 0 
While  it  is  agreed  that  such  a program  will  produce  savings  greater  than 
expenditures,  further  discussion  accompanied  by  practical  examples  is  un- 
doubtedly desirable,, 

COSTS  To  establish  a strong  records  administration  program  the 


At  this  point  the  question  may  be  well  asked,  t!will  this 


Hie  question  of  costs  and  savings  lias  been  thoroughly  dis- 


following expenditures  would  be  necessary 


Personnel 


Head  of  Agency 
Secretary 


@ 3,870 


Chief,  Forms  Control 
Forms  Examiner 
Vari-type  Operator 
Stenographer  Clerk 
Typist  Clerk 


1 @ 6,500 

2 @ 3,870  ?,7li0 

1 @ 3,330 

1 @ 2.970 

1 @ 2,562 


Chief,  Records  Management 
Records  & Methods  Examiner 
Stenographer  Clerk 
Typist  Clerk 
Processing  Clerk 


1 @ 6,500 

2 @ 3o8?0  7 o ?Il0 

1 @ 2,970 

1 @ 2,562 

1 @ 2, 562 


Employees 


lb  @ $61,306 


No  provision  has  been  made  for  personnel  performing  re 
tention  and  disposition  of  records  (Archives)  work„  It  is  believed  that 
there  are  a sufficient  number  of  employees  assigned  to  this  work  at  the 
present  time  in  various  departments,  who  could  be  transferred  to  the  new 
agency  without  additional  personnel  expenditures t 

Equipment,  Supplies  and  Services 
In  order  that  this  agency  and  its  personnel  function 
properly  certain  equipment,  supplies  and  services  must  be  provided,.  This 
would  include  the  usual  furniture,  typewriters,  adding  and  computing  machines 
office  supplies  and  the  various  machine  maintenance  and  other  services 0 On 
the  basis  of  what  was  spent  for  the  same  items  during  the  first  year 
operation  of  the  Department  of  Records  in  Philadelphia s about  $lb,000  would 
be  adequate  and  justifiable  for  the  Commonwealth,, 

The ref ore , the  estimated  additional  operating  funds  re- 
quired to  establish  an  effective  over-all  records  administration  program 
would  be  as  follows g 

Personnel  $61,306 

Equipment,  Supplies  & Services  13,69b 

Total  $75,000 

SAVINGS  For  the  purpose  of  discussing  savings,  practical  examples 

developed  during  the  survey  will  be  employed,,  Separate 
instances  will  be  illustrated  for  the  creation,  management  and  retention 
and  disposition  of  records 0 


Creati on 

On  page  2 of  this  report  it  was  pointed  out  that  during 
the  examination  of  1,523  different  forms,  227  were  found  deficient  In 
proper  spacing,.  This  means  that  in  many  cases  employees  are  required  to 
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spend  an  unwarranted  amount  of  time  in  the  typing  of  information  on  a 
form  because  the  space  provided  between  the  lines  on  the  forms  are  not 
designed  to  accommodate  the  mechanical  action  of  a standard  typewriter 
spacer.  Therefore,  each  action  of  the  platen,  or  roll,  must  be  hand- 
operated  or  *®s oft-rolled**  for  proper  spacing.  This  tremendous  and 
unnecessary  loss  of  time  in  preparation  results  in  low  production,  un- 
satisfactory work,  increased  fatigue  and  poor  morale.  This,  in  the  .final 
analysis,  is  very  costly. 

The  real  cause  for  these  numerous  space  deficiencies  lies 
in  the  fact  that  spacing  standards  of  the  typewriter  differ  from  those  used 
by  printers.  Apparently,  little  attempt  has  been  made  to  correct  such  a 
simple  error  or  to  have  some  understanding  as  to  how  the  printing  should 
be  done  for  the  maximum  convenience  of  the  persons  filling  out  these 
forms. 

Deficiencies  in  spacing  not  only  appear  in  those  forms 
prepared  by  Commonwealth  employees  but,  even  to  a much  greater  degree,  in 
those  forms  which  other  governmental  agencies,  such  as  counties,  townships 
and  boroughs,  and  the  general  public  are  required  to  prepare. 

Because  of  the  lack  of  information  as  to  the  number  of 
copies  of  various  forms  prepared  daily,  a hypothetical  ("for  the  purpose 
of  reasoning  and  deducing  proof*®)  base  number  of  form  copies  must  be 
assumed. 

Therefore,  10  forms  have  been  selected  with  definite 
knowledge  of  time  loss  measured  in  minutes  to  prove  what  the  total  time 
loss  would  be  in  preparation  of  20  copies  daily.  The  results  are  as 

follows  g 
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Form 

Minutes  Lost 

Copies 

Total 

A 

a 

X 

20 

80 

B 

3 

X 

20 

60 

C 

2 

X 

20 

Uo 

D 

2 

X 

20 

Uo 

E 

3 

-v 

20 

60 

F 

2 

X 

20 

U0 

G 

—\ 

2 

X 

20 

60 

H 

2 

X 

20 

Uo 

I 

1 

X 

20 

20 

J 

2 

X 

20 

JiO 

Total 

minutes  lost  per  day 

U80 

Hie  results^  shown  in  the  preceding  table s prove  that  in 
filling  out  200  poorly  designed  forms  U30  minutes  were  wasted,  which  is 
equivalent  to  a full  eight  hours  workday  of  one  employee 0 

It  is  understood  that  employees  performing  this  type  of 
work  are  paid  an  annual  salary  of  $2, 5>00o  Therefore 9 the  annual  loss 
caused  by  spacing  deficiencies  on  these  10  forms  would  amount  to  $25U00o 
Obviously,,  if  these  deficiencies  were  corrected  it  would  result  in  actual 
savings  of  $2, >00  per  year. 

When  it  is  realized  that  the  Commonwealth  uses  hundreds 
of  different  forms,,  and  in  many  cases  thousands  of  each^,  it  is  clear  that 
the  waste  involved  would  amount  to  many  thousands  of  dollars  annually. 

Management 

The  Commonwealth  has  millions  of  duplicate  copies  of 
licenses,,  permits  and  certificates  issued  in  compliance  with  various  laws. 
Professional  and  non-professional,  persons 9 sportsmen,,  owners  and  drivers  of 
motor  vehicles,  brokers,  manufacturers,  undertakers,  weighmasters*  sales- 
men and  numerous  others  are  required  to  be  registered  with  the  Commonwealth 
The  vast  majority  of  these  records  have  current  and  constant  reference. 

These  records  are  almost  entirely  housed  in  file  cabinets 
most  of  which  are  of  old  manufacture  and  in  poor  condition,,  In  many 


instances  newer  equipment,  because  of  poor  manufacture  and  material^  is 
totally  inadequate „ On  the  whole  the  Commonwealth  does  not  have  enough 
equipment  which  lends  itself  to  modern  methods  of  filing  and  finding , 

During  this  survey  many  file  operations  were  observed.  For 
the  purpose  of  illustration,  one  particular  file  is  discussed  for  possible 
savings  in  operations,  space  and  personnel  in  the  following  example. 

Briefly,  this  file  of  h$ 500,000  2-1/2®*  x if8  cards  is  main- 
tained by  year  and  serial  number.  It  is  housed  in  8 drawer,  2 section 
cabinets.  Approximately  20,000  dally  references  are  made  to  this  file  in 
answer  to  inquiries  received  by  letter,  telephone,  telegram,  teletype  and 
personal  calls. 

For  the  most  part  inquiries  are  assembled  at  a central 
point,  classified,  and  distributed  by  messenger  to  file  clerks,  who  find,  and 
relay  information  back  to  the  point  of  inquiry  for  answer.  This  service 
is  slow,  cumbersome,  and  in  some  instances  requires  the  removal  of  cards 
from  the  file  which  later  results  in  mis-filing  and  confusion.  This  pro- 
cedure  is  not  only  antiquated,  as  far  as  modern  file  methods  are  concerned, 
but  wasteful. 

Information  obtained  concerning  this  operation,  as  re- 
ported by  the  supervisor  in  charge,  requires  "a  minimum  of  7 clerks  at  all 
times,  making  a total  of  52  clerks,  not  including  the  work  done  by  the 
evening  crew  of  which  15  may  be  charged  to  this  file98  which  would  be  a total 
of  67  in  personnel  - not  including  supervisors. 

It  should  be  seated  here  that  the  official  in  charge  of 
this  work  has  been  for  some  time  fully  aware  of  the  wastefulness  of  this 
operation.  Since  the  start  of  this  survey  it  was  learned  that  several  im- 
proved methods  have  been  examined  and  definite  conclusions  reached.  After 
a thorough  analysis  it  is  agreed  that  a rotary  type  file  would  not  only 
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improve  service  but  be  less  costly  than  the  present  method,,  The  details 
of  such  a system  fellows 

A rotary  file  is  housed  in  a metal  compact  cabinet  hold- 
ing 100 <9 000  to  12 5 000  records^  with  motorized  push-button  control^  chain 
drawer  arrangement  of  pivoted  fixed  cradles  on  which  trays  of  records 
automatically  circulate  vertically  in  either  direction  to  bring  the  de- 
sired unit  to  desk  height  for  searching , 

Advantages  of  the  rotary  type  file  are  as  follows g 
1°  Productiong  Increases  production  during  the  da.ys  up  to 
5?0  per  cent,,  and  will  reduce  night  work  and  personnel,, 

2e  Service g Improves  service  within  the  Department  and  to 
the  general  public 0 

3o  Designs  Functional  design  provides  better  working  condi- 
tions f lessens  fatigue  and  improves  morale 0 

li,  Records  Present  cards  can  be  transferred  without  alter- 
ation in  size  because  trays  are  supplied  to  accommodate  present  cards „ 

5o  Space  g Reduced  space  requirements  30  per  cent,  allowing 
for  future  expansion, 

6,  Ope ration g In  case  of  power  failure^  unit  can  be  easily 
operated  manually, 

7o  Personnels  Reduction  of  U0  per  cent  in  personnel  can  be 

accomplished. 

In  order  to  perform  this  operation  1|0  rotary  cabinets  or 
units  would  be  required.  Each  unit  costs  about  $35OOQ9  or  a total  of 
$120,000, 

After  several  conferences  with  Commonwealth  officials  and 
rotary  file  dealers  it  is  generally  agreed  that  if  rotary  file  cabinets  are 
substituted  for  present  equipment,,  a reduction  of  2 4 employees  could  be 
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made,,  leaving  35  employees  to  io  the  work0  Employees  performing  this  type 
work  average  about  $2 , UOO  in  annual  salary,.  If  the  work  of  2h  employees 
is  eliminated,  annual  savings  would  amount  to  $57s>600o 

In  addition  to  savings  in  personnel,  the  cabinets  now  in 
use  could  be  used  elsewhere  to  house  inactive  records,  or  sold  outright „ 
Additional  space  now  needed  for  expansion  would  not  be  necessary  with  rotary 
files o Space  savings  are  conservatively  estimated  at  $2,14.00  annually. 

Considering  the  total  cost  of  $120,000  for  the  purchase 
and  installation  of  the  rotary  file  and  the  estimated  annual  savings  of 
$60,000,  the  cabinets  would  have  paid  for  themselves  in  about  two  years. 

Retention  and  Disposition 

The  Commonwealth  has  numerous  records  which  could  be 
microfilmed  and  the  original  bulky  records  disposed  of,  which  would  result 
in  a tremendous  reduction  in  required  storage  space 0 For  the  purpose  of 
discussing  these  savings  one  particular  group  of  records  has  been 
selected.  It  is  understood  that  the  vast  majority  of  these  records  are 
practically  inactive 0 After  microfilming  they  would  occupy  only  10  per 
cent  of  the  original  space 0 The  following  data  shows  the  dollar  costs  of 
microfilming  these  records  and  the  resulting  savings  ? 


Cost? 

Microfilming  2,260,000  documents, 
1130  rolls  at  $15o58  each 

$17, 605 0 

Saving? 

Reduction  of  5,650  sqc  ft®  of 
floor  space  by  90%  to  565  sq0  ft-0 
at  annual  rental  of  $2  0 50  per  sq0  fte 

12, 712 0 

Saving? 

Release  of  565  U=drawei*  legal  size 
steel  file  cabinets  for  other  use 
valued  at  $30o00  each 

16, 950 „ 

Saving? 

Sale  of  135,600  lbs0  of  paper  from  files 

2,03Uo 

Saving? 

Reduction  of  personnel  of  2 employees 
at  annual  salary  of  $2,500 

5,ooo„ 

Gross  Savings 
Costs 

$36,6960 

17, 605 0 

Net  Savings 

$19,091® 

SUMMARY  It  has  been  pointed  out  that  the  cost  of  establishing 

and  continuing  a strong  over-all  records  administration 

program  would  be  $75*000,00,  On  the  other  hand,  by  merely  scratching 

the  surface,  savings  have  been  demonstrated  as  follows g 

Creations  Design  of  10  forms  $ 2,500, 

Managements  Installation  of  rotary  file  60,000, 

Retention  and  Dispositions  Microfilming  19 ,091, 

$ 8l?591o 

Of  these  $81,591  savings,  the  release  of  the  565  file  cab- 
inets and  the  sale  of  135*000  lbs0  of  paper  would  occur  only  during  the  first 
year.  However,,  the  ultimate  annual  savings  would  amount  to  approximately 
$30,000  which  would  be  $5*000  more  than  required  to  operate  the  program,, 

Considering  the  vastness  of  the  Commonwealth's  records 
work s these  savings  represent  only  a very  small  part  of  what  could  be  accom- 
plished, If  all  records  operations  were  examined  and  brought  in  line  with 
modern  records  administration  methods,  systems  and  procedures,  annual 
savings  could  very  well  amount  to  millions  of  dollars 0 

CONCLUSION 

This  report  would  not  be  complete  without  some  discussion 
about  other  governmental  records  administration  programs  in  relationship 
to  those  recommended  for  Pennsylvania,  For  instance,  the  United  States 
Government,  long  recognizing  the  necessity  and  value  of  good  records 
management,  has  centralized  authority  for  the  creation,  management,,  and 
retention  and  disposition  of  records.  It  was  recently  strengthened  by  the 
work  of  the  Hoover  Commission  and  it  is  now  producing  exceptional  results 
as  far  as  savings  in  dollars  and  cents  is  concerned.  Like  programs  have 
been  inaugurated  in  California,  Michigan  and  other  states,  Philadelphia, 
the  first  large  city  in  the  United  States  to  adopt  such  a program  at  depart- 
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ment  level,  has  within  one  year  substantially  reduced  records  adminis 
tration  costs,, 

Functionally,  the  program,  recommended  for  the  Commonwealth 
resembles  similar  programs  which  have  been  successful,.  There  is  no  reason- 
why  this  success  could  not  be  repeated  in  Pennsylvania,,  Centralization 
of  records  control  in  the  Commonwealth  may  be  a sharp  departure  from  the 
past,  but  it  would  also  be  a sound  step  forward  in  the  future  and  an 
indication  to  citizens  here  and  elsewhere  that  Pennsylvania  can  lead 
the  way  in  the  improvement  of  government,, 
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